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Attention

This document is a printable PDF version of the HTML online help that accompanies the Norpass3
software. It is supplied so that the help information can be read in a PDF viewer such as Adobe Reader
and printed and read as a hard copy.

The contents were primarily structured for display in a web browser in HTML format. Because of this,
the PDF version may be subject to some layout issues such as large gaps between headings and
diagrams, tables being split between pages and incorrect table formatting.
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1 Roll Call Overview

The Roll call button can be used to obtain a report of all users within specified areas. This is primarily
used in the event of an emergency, such as a fire, when it can be used to check which users are not yet
safe and to quickly identify their last recorded location.

Multiple configurations can be created that can be used in situations such as when more than one

building is controlled by a single Norpass3 system. This makes it possible to evacuate and produce a roll
call for individual buildings when an emergency occurs.

Using Roll Call

Roll Call Configuration
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2 Roll Call Configuration
Configuration Overview

Roll call reports can be configured to report on one or more 'critical zones' for which Norpass3 manages
access. For the purposes of this explanation, a 'critical' zone is one or more areas (as defined in the
'‘Areas' configuration window) for which a roll call is required. For mustering in the case of an emergency
evacuation, the 'critical zone' would be the building or installation that needs to be evacuated and where
the report would list card holders that are recorded as still inside the building and possibly in danger. For
standard roll call applications, the 'critical zone' would relate to one or more areas to which the roll call
applies.

Roll Call reporting can be configured to identify the location of personnel in any of the the following ways:

Area Reporting

Here, all the 'areas' considered to be within the 'critical zone' are monitored so that all card holders
identified as being within any of these areas (the last use their card gave them access that area) are
listed in the report.

Muster Reader Reporting

Here, one or more readers can be designated as 'muster readers'. Each card holder must present their
card to one of these muster readers to remove themselves from the report. In the case of an emergency
evacuation all card holders that have not presented their card to a designated muster reader (as the
latest read event) are listed in the report.

Combined Area and Muster Reader Reporting

Here, card holders will be on the list if the last use of their card was to enter one of the areas within the
‘critical zone'. They would be removed from the list when they present their card at any reader that
effectively takes them out of the 'critical zone' or if they present their card to any of the designated muster
readers.

Configuration Screen

The configurations screen is accessed from the 'File' menu of the Roll Call reporting window. It can be
used to create one or more report configurations. A separate report configuration should be added for
each roll call or mustering procedure required to meet the needs of the administration. A report
configuration should include one or more areas and/or one or more muster readers depending upon the
requirements. If no areas are included in the configuration then all card holders will be included in the
report with the exception of those whose last use of the card was to present it to a muster reader.

\_g When multiple configurations have been created, they can be accessed from the ‘Select Muster
Report’ drop down list on the main report screen.

An example configuration is shown below:
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Mame: |bain Factory | [ ] &uto Print

Maon-muster Beaders Muzter Readers

Board Room EM210041.2 Main Exit
Training Room DP2200

Here, the report will include all card holders who's last card use placed them in one of the 'Reported
Areas' (Manufacture, General or Accounts). The reader 'Main Exit' has been designated as a muster
reader so that card holders can remove themselves from the report by presenting their cards to this
reader (as well as by using their cards to move to any area other than the 'Reported Areas').

Navigation
The Navigation buttons can be used to move to the first configuration, move to the previous
configuration, move to the next configuration or to move to the last configuration.

Editing Configurations
To add a new configuration, click the Add button:
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To delete the currently displayed configuration, click the Delete button:

-

-

To edit the currently displayed configuration, click the Edit button:

&

While editing a configuration, the save bar will be displayed at the bottom of the page.

Click the Save button to save the changes, otherwise click the cancel button exit the editing mode.

H 3

Auto Print

If the Auto print option is selected, when the Roll Call report is first launched from Norpass3, the print
screen will be immediately displayed to enable immediate printing of the report by pressing the 'Print’
button. This allows a muster point roll call to be printed out as quickly as possible.

Muster Readers

Muster Readers are those readers that have been identified as being located at safe / muster points
where card holders should present their cards to remove themselves from the report. They can be used
during an emergency evacuation to indicate to the system that they are safe and located at the muster
point. To assign a reader as a Muster reader, use your mouse to drag it from the 'Non-muster reader' box
into the 'Muster reader box' (left-click the mouse over the reader name and drag it into the 'Muster reader'
box while holding down the left button). To remove a Muster reader, drag it back into the 'Non-muster
reader' box.

Reported Areas

Reported areas are those areas that the application will include when creating the report. For example, if
an area was created in Norpass3 as ‘Offsite’ meaning that a user would be ‘Off the site’ once they have
presented their card upon leaving the site, this area should not be included in the report. This will prevent
users who are not in critical areas from appearing in the report. Also, where the Norpass3 system covers
several buildings, separate reports can be configured for each building.

To include an area in the report, use your mouse to drag it from the 'Non-reported Areas' box into the

'Reported Areas' box' (left-click the mouse over the area name and drag it into the 'Reported Areas' box'
while holding down the left button). To exclude an area, drag it back into the 'Non-reported Areas' box.

Refresh Interval
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The time period in seconds that the report will refresh can be changed by typing a new value in the box
between 0 and 60.

Exclusion Interval

The Exclusion interval can be set to prevent events that occurred before the configured time period from
being considered when the report is produced. For example, if a card holder had left the site the previous
day but did not present his/her card on the way out, the system may show that the user is still located
within a critical/reported area. If an emergency occurs, the report will show that the card holder is not yet
safe when in fact they have been offsite since the previous day.

This option should be used with great care and never used in situations where it is at all
possible that a card holder can remain on the site for a time period greater than 'Exclusion
interval'.

The Exclusion interval can be set to one of four options:

Show All

More than 12 hours
More than 24 hours
More than a week
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3 Using Roll Call

Roll Call reporting runs when you click on the 'Run Roll Call' button on the toolbar:

i

This will produce an on-screen report similar to this:

R Help RollCall 53\
1= T A T (I ) =F 2Lt Blank configuration| + | Total people = 24 050872010 15:56:34
Card First Mame Last Hame Department Date/Time Reader Area ~
L4 Jolehe Johns Production 29/07/2010171:47 | Main Out offsite
131082 James Smith Sales 29/07/201011:47 | Main Out offsite
13ova Alizon Davey Development 29/07/20M0171:47 | Main Out offsite
13080 Adrian Davis tarketing 29/07/20M0171:46 | Main Out offsite
131102 Sandra Harris Production 29/07.2010 Main In
131110 Sandra Thomas Adrminiztration 29072010 Main In
13110 Bill Rogers Production 29/07/2010 ain In
131103 Mike Fard Production 23/07/2010 Mair In
131104 James Hopking Production 29/07/2010 Main In
13105 Larna Stanley Production 29/07/2010 tain In
13106 Joyce williarns Production 29/07/2010 ain In
13107 Kevin Browen Production 234072010 bair In
131108 Ben Eccleston Production 23/07/2010 bair In
131109 Chiristitie Fizhwick Production 29/07.2010 Main In
131100 Joan Bauter Praduction 29072010 tait In
131079 Robert Smith Development 15102009 12:47 | MainIn
131073 Darren Blake Management 15102009 12:47 | MainIn
131075 b arvir Tuzon Production 15/10/2009 12:47 | MainIn
430 lan wilzon Production 18/09/2003 15:55 | Main Out
5120 Suzan Johnzaon t arketing 18/09/2009 15:55 | Main Out
21639 Bill Kally Stores 18/09/2003 15:55 | Main Out
15332786 | Robbin Baker Admin 04,/08/2003 13:00 | Main In
917514 Alfred Clarls M anagement 04/08/2003 12:00 | Main In
12245 Sharon Joe: Techhical Q02082009 15:57 | Mainln b
) |
- || )
L -

The report shows all card holders that are currently in reported areas who have not yet shown their card
to a Muster reader. Any combination of areas can be included in the report (none if necessary), and
additionally, any number of readers can be designated as Muster readers. These settings can be
configured using the Roll Call and Muster configurations screen.

Last Refresh

The Roll call report will refresh automatically at regular time intervals (this interval length can be changed
within the configuration settings - see Roll Call Configuration). The time at which the report was last
refreshed is located on the right side of the main window above the report table.
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Refresh Button
Click the refresh button to force the report to refresh immediately.

|L_":_]

Print Button
Click the Print button if you wish to preview a printable version of the report and then send it to a printer.

Select Report
The drop-down list can be used to switch between report configurations when more than one has been
created.

@ A report may be configured to automatically open the printer window when the 'Run Roll Call' is
pressed. This will usually be used during emergency evacuation and the correct mustering
procedure as set out by the administration should be followed. Where an immediate printout of
the report is not required, cancel the print to view the on-screen report.
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